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1. A container that holds files and computer programs is a called ________.

2. The working area of your computer is called the ________.

3. The menu that enables you to locate and open the programs on your computer is the ________ menu.

4. The flashing vertical line that indicates where text will be inserted when you start typing is called the ________ ________.

5. Until you save a document, it is stored only in the computer’s ________.

6. A visual display of settings from which you can choose is called a ________.

7. To insert, delete, or replace text is to ________ the document.

8. A toolbar with common formatting buttons that displays after you highlight text is called the ________ toolbar.

9.  Informational text that displays when you point to commands in the Ribbon or dialog boxes displays in a ________.

10. To display the Help window without using the mouse, press the ________ key.

